
Filing a Schedule A Hotel/Motel Tax Sales Tax Return

The following pages show the screens likely to be encountered 

when filing a Schedule A Hotel/Motel Tax Sales Tax Return online 

through eFile & Pay. 

The pages are for illustrative purposes only and may not match 

exactly to the screens seen when actually filing. 

Notes:

• Room rentals for more than 31 consecutive days are exempt 

from hotel/motel tax. 

• Only the Federal Government is exempt from hotel/motel tax if 

under the 31 days AND if paid by direct Federal funds. 

• Hotel/Motel tax is a statewide 5% excise tax, in addition, there 

may also be an additional local hotel/motel tax of 1 thru 7%. 



The Welcome screen will always be your point of entry.  Please 

enter your 8 digit Business eFile Number (BEN).



Please double check your BEN and Legal Name.



The first time you enter the system, the Your Profile screen must be 

completed.  This will only be required on the initial trip into eFile & 

Pay.  

Note:  do not put numbers or punctuation in the Business Name; 

numbers and punctuation must be spelled out.  Do not use hyphens 

or dashes when entering the permit number.



The Log In screen will appear immediately after the 

Welcome screen.  Enter the 4 digit User ID and 8 digit 

password from the profile you created.  



Select the tax type you wish to file.  

Note:  Hotel/Motel Tax is filed and paid through the Sales 

Tax return.  



Select the permit number you wish to file by using the 

drop down arrow if you have multiple sales tax permits.  

If you only have one sales tax permit, the permit number 

will automatically be shown.



Answer Yes or No to both questions. 



Use the drop down arrow to select the period to file.  

Ensure the circle for File a Return is selected.



Enter the amount of gross sales from room rentals only and 

hit Calculate.  Both the statewide 5%  and local hotel/motel 

tax will calculate for you.  Hit the Continue button to proceed.  



You will see the amount from Schedule A transferred to line 6c of 

the sales tax return.  Enter in the amount of gross sales subject to 

sales tax, ie.$500 worth of sales from the gift shop.  Hit Calculate. 

The initial calculations will be made; on line 6a the 6% sales tax is 

calculated.  Click on the Local Option/Sales Entry Schedule bar to 

enter your 1% local option sales tax.



Click the counties in which you made sales subject to sales 

tax.   In this case,  there were only sales made out of the 

hotel gift shop.  Only Pottawattamie County is selected.



The sales tax return has only calculated the 6% sales tax up to this 

point.  This page calculates the additional 1% local option sales tax 

by county.   All the sales in Pottawattamie County are subject to local 

option sales tax.   In addition to the $500 of gift shop sales being 

subject to the 6% sale tax, the $500 gift shop sales are also subject 

to the 1% local option sales tax.  Enter the amount subject to local 

option sales tax and hit Calculate. Hit Continue.  



Once back on this page, hit Calculate immediately for the new 

calculations.  Line 6b for local option sales tax will be updated 

along with the rest of the return once you hit Calculate.  If correct, 

hit Continue.



Verify your return.  If you need to make a correction, hit the Edit 

button.  If the return is correct, hit the Submit button.  You may 

save and finish later.  Saved returns will only be saved for seven 

days.  After seven days you will have to file again. 



Select the payment method, ePay is recommended.  It is free, 

safe, and the eFile & Pay will keep a history of your electronically 

filed returns and payments made by ePay.  This is a great tool 

and should be utilized.  

*To view your history, see the View History section on the eFile & 

Pay Main Menu screen. 



Answer yes or no.  Note:  we will not draft 

payments outside of the United States. 



Select checking or savings.  Enter in amount, 

routing and account numbers.  Note:  late payments 

cannot be post-dated.



Verify your payment information.  If you need to 

correct any information, hit Edit.  If not, hit Submit.



Print out for your records is you wish.  If not hit Exit.



You have completed the return.  Thank you.


